SECTION 5.0 FILING A COMPLAINT OR OTHER INITIATING DOCUMENT

51 CaseOpening
Case opening procedures will proceed inthe traditional manner. Attorneyswill continueto tender
the filing fees to the Clerk’s Office, dong withan origina and copy of the complaint or petitionand
civil cover sheet, and requested service of process forms. The documentswill be filed by the court
clerk who will collect any gpplicable fee, issue areceipt, assign the case number and judge, issue
process and generate case management ordersto the filing attorney for service. Staff will dsoenter
case opening satigtica information and party informetion for that case in CM/ECF. See ds0
Section 4.1 and 2 and L ocal Rule 1004 - Filing I nitial Papers With the Court.
5.2  Posting Documents
All documents must be converted fromther origind word processingformat to PDF format before
they can be posted to the CM/ECF system (See Section 3.4 and Appendix B). Sdlect CIVIL
from the top frame blue menu bar on the CM/ECF ste.
@ Initial Pleadings and Service
Sdection of CIVIL from the main menu bar will display a menu of Civil Events. To post
a complaint (or other initiating document), choose Complaints and Other Initiating
Documents from the Initid Pleadings and Service menu.
(b) Complaint
The Complaints and Other Initisting Documents menu will display a lig of avalable
complaint type documents. (See Appendix A for a lig of available complaint types.)
Select the spedific type of complaint being filed. For thisexample, select "Complaint” and
hit “Next.”
(© Case Selection Screen
The sysem will then ask for the case number. Cases should be entered in the YEAR-
NUMBER (yy-####) format. Always includea hyphen between the year and number. If
the case number has not been entered correctly, an error screen will appear.  After
entering the case number, hit “Next”.
Note: A hyperlink to the docket sheet is dso avallable on these screens. At any time
during the document filing process, a user may dick on the underlined case number
denoting a hyperlink to the docket sheet.
d) Select Party Filer Screen
Choose the party filing the complaint by highlighting the name(s). New parties can be
added on this screen by choosing the “ Add/Create New Party” link. (See also Section
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4.3 - Adding Parties). Oncethe party filer sdection ismade, hit “Next”.

(e) Filed Against Screen

When pogting a complaint event (i.e., an origind proceeding, amended complaint, third
party complaint, etc.), the user is prompted to salect the party the complaint isfiled againgt.
Users have the option of sdecting fewer than dl or individua parties, or by sdecting
parties by group type. Sdecting individud party names will place those names in the
docket text. Sdlection of agroupwill not placeindividua names, but will show docket text
asto “All Defendants’ or “All Plaintiffs” If the party isnot listed, select the“ Add/Creete
New Party” link. (See Section 4.3) Sdlect the party(s) and hit “Next”.

) Link Party Attorney
Users will be required to confirm the party-attorney relationship the first time an attorney
files a document on behdf of that party. Thisisaso an opportunity for the user to verify
that they have chosen the correct party filer. Checking the association box will createan
association link between that attorney and party.

(9) Upload Screen for PDF file
This screen permits the user to upload the PDF fileto the CM/ECF System. Thefull path
name of the file can be entered inthe window or the user may choosethe “Browse” button
which activates the user’ s browser didog box (See Section 5.2(h)).

(h) Browser Dialog Box
Thisdidog box alows retrieva of the PDF file to upload. The user may have to work
through severa directories to locate where the PDF file was stored. That directory will
then become the default directory during the remainder of the active session.

The"Flesof type" box defaultsto HTML typefiles. To view PDF files, select "All Fles’
and search for the PDF document to upload. Highlight the file and hit "Open”. The user
may aso verify the actud document selected by highlighting it, right dicking, and sdlecting
"open" fromthe drop down menu. Adobe Reader will launch and thefilewill be displayed.
Thefull path name of the file will appear in the PDF file upload box. Hit “Next.”

0] Multiple PDF Documents and Attachments
If there are no attachments, click on "Next". If there are attachments (i.e, exhibits or
attachments to the principle pleading which were created in separate word processing
files), select "yes' at the" Attachmentsto Document™ prompt. Select thetype of attachment
by sdlecting from the list below "Type of Attachment”. To more fully describe the
atachment, click inthe "Description” box and type inthe description (See dso Section ())
Prompt Boxes). At the prompt select the PDF filename of the document you arefiling
by typing initsfull path name or click on "Browse" to search for that file. Then click on
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"Submit”. If there are additional attachments, repest this sequence for each one.

()] Prompt Boxes
Throughout the program, users will see prompts for varigble information. Prompt
information is controlled by the event being posted.  If varidble information is not
appropriate in the particular event or case, leave the prompt box empty.  Information
which is entered in the prompt box will be pulled into the docket text. Inthisexample, the
user would enter the receipt number provided by the Clerk's Office. Then hit “Next”.

(k) Final Posting Screens

1.

Text Modification Screen

The user will be alowed to enter additional docket text incertain places. Any user
supplied text will appear initalic type on the docket sheet. (Note: Court Users
have free text editing capabilities) Hit “Next”.

Prefix Box

Some events (i.e., Motions and Complaints) will have a prefix box containing a
drop down lig of document version identifiers which can be added before the
event name. See Appendix G for the Ligt of Prefix Types.

Final Approval Screen

Thisisthe last opportunity for the user to review the entries.  If there are errors,
useyour browser’ s BACK key to access the appropriate screen.  Select “Next”
whenthe transaction is complete and ready to transmit or, the user may cease the
completion of the transaction by clicking on any of the menu sdections visble
across the top of the screen.

Notice of Electronic Filing

This screen will affirm that the document has been posted to the docket. The
eectronic document stamp is generated from the contents of the PDF file
submitted and is proof of filing. This screen dso displays which attorneys have
beennatified viaE-mail of the submisson. It dso ligs those atorneys or litigants
who have not received dectronic notification from the syslem. Court staff will
send paper copies of court generated documents to those parties who did not
receive dectronic notification(i.e., unregistered attorneys) and to those attorney's
who have sent notice to the Clerk of Court indicating their technica inability to
receive eectronic notification. (SeeL R 83.1(g)).

This screen may be printed. It is, however, saved by the system and may be
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viewed through the Docket Sheet Report. (See Section 12.2))

5.3  Other Typesof Complaintsand Civil Actions

Thefiling of these pleadings basicaly follow the same sequence of screens as those for thefiling
of an origind complaint. The basic screen sequenceis asfollows

Case Selection screen
Party Filer screen
Complaint Type screen
Party Filed Againgt screen
Upload screen for PDF file
Additiond Effects screen
Text Modification screen
Fina Pogting screens

DO OO OO OO

Some of these events and case types have unique processing routines. The Appendices and
Exhibits of this User Manua include some of the different procedures.

54  Posting an Amended Complaint / Petition

To post an amended complaint or petition, follow the same steps as in posiing an origind
complaint. When the complaint type screen appears, choose the appropriate event from the drop
down list. Add newly named parties at the gppropriate point in the transaction. If the party isan
added plaintiff, they must be added at the Pick Filers Screen. If they are new defendants, they
must be added at the pick “Againg” party screen.
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